SENIOR LIBRARY ASSISTANT
(CIRCULATION)
813
DEPARTMENT: Williamsburg Regiond Library/Circulation
NATURE OF WORK:
Under the supervision of the Senior Library Services Director (Circulation), the Senior Library Assistant
(Circulation), performs a variety of tasks to support the activities of the circulation and collection services
departments, including complex proceduresinvolved with the computerized transactions of library materials to
the public. Also answerscirculation and directional questions, collects money for late and lost library materids
and sale items, and assists in opening and dosing of the library. The Senior Library Assigant (Circulation) is
in charge of the department, as needed, in the absence of the Senior Library Services Director (Circulation).
ESSENTIAL FUNCTIONS OF THE JOB:
Works at the circulation desk on aregular basis, performing al related tasks.
Uses library automated system for transactions in the charging out of library materials, processng patron
records, determining materials status, locating resources within the system, arranging for transfers of library

materials, placing reserves, registering new patrons, and performing additional procedures as needed.

Learns new computer procedures for each upgrade and software release in a timely manner; runs computer
reports as required.

Answers circulation and directional questions; refers other questions to appropriate person or department.
Overseesthe tally and transfer of funds from the cash regigter to the safe.

Verifies and sends overdue notices; resolves problem files; receives and records overdue fines; sends related
correspondence as needed; processes lost/damaged library materials to technica services; resolves patron
records; and processes patron refunds.

Asgstsin opening and dosing procedures of library.

Assists in checking in library materials as needed.

Assists in training new employees; may schedule and supervise department volunteers.

Monitors patron activities in the library, and may handle problems asthey occur.

May participate in library-wide committees or projects.

Performs other duties as needed.
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JOB LOCATION AND EQUIPMENT OPERATED:

Thisjobislocated in two library buildings Adminigers work typically standing at a counter or public service
desk. Work involves bending, reaching, lifting up to 25 pounds, walking and other limited physical activities
Frequent operation of computer keyboard, bar code scanner, and cash register is required; other office
equipment as required. Regular contact is made with employees and the general public.

REQUIRED KNOWLEDGE, SKILLSAND ABILITIES:

Ability to learn and operate library automated system with high degree of efficiency.

Ability to organize work, set priorities, use time effectively, work independently, and meet deadlines.
Excellent written and verbal communication skills.

Must have desre to serve the public with friendliness, tact, and diplomecy.

Ability to follow through on numerous detalls and maintain records in a sandard, orderly, sysematic fashion
and work well under pressure.

Ahility to analyze and to creatively solve problems related to the position.

Accuracy in derical skills, including typing and filing.

Desire and ability to work with enthusasm and initiative.

MINIMUM QUALIFICATIONS:

Undergraduate degree or combination of higher education and/or two yearslibrary or booksore experienceto
provide the necessary expertise. Computer experience in daa entry using relational databases and word
processing preferred. Experience working with the public.

NECESSARY SPECIAL QUALIFICATIONS:

Requires the ability to travel among various library sites.

Date: November 2001
circ_srlibast.813
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IDENTIFICATION OF GENERAL APTITUDESAND
PHYSICAL REQUIREMENTS

Position Title Senior Library Assstant Position Number 813
Department Williamsburg Regional Library Divison Circulation

The Americans with Disabilities Act requires that we identify the general aptitudes and physcal
requirements needed to perform the job listed above. Individuaswho have the position must be able to
perform dl essentid job functions unaided or with reasonable accommodation.

. Mental Abilities. Generd learning ability. The ability to “catch on” or understand instructions
and underlying principles.

Ability to understand and follow ord ingruction

Ability to understand and follow written ingruction

Ability to guide and/or give ingtructions

Ability to make decisions in accordance with established procedures and policies
Not essential to job function

O XX KX

I1. Verbal Abilities: Ability to understand meanings of words and ideas associated with them and
to use them effectively. To comprehend language, to understand relationships
between words, and to understand meanings of whole sentences and
paragraphs. To present information or ideas clearly.

1.| Speaking/Talking: 2.|Hearing/Listening:
X  Answering telgphone, radio, or switchboard X For communicationwithCounty officials, public,
Q0  Communicating with County officias vendors, supervisorsand/or other employees
X Communicating with general public O Not essentia to job function
X Communicating with vendors
R Communicating with supervisors and/or with 3. Reading: (ability toread and understand text)

other employees

Communicating with others Library staffs
throughout the Country

O Not essentia to job function

X Essentia to job function
U Not essentia to job function

X
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[11. Numerical: Ability to perform arithmetic operations quickly and accurately

U Ability to mentally perform accurate two digit caculations
X Ability to perform accurate cal culations aided
by a calculator, adding machine or measurement device

V. Spatial Abilities:  Ability to comprehend forms in space and understand relationships of plane
and solid objects. May be used in such tasks as blue print reading and in
solving geometry problems. Frequently described asthe ability to “ visualize”
objects of two or three dimensions, or to think visually of geometric forms.

U Essential function
X Not essential function

V. Motor Coordination: Ability to coordinate eyes and hands or fingers rapidly and accuraély in
making precise movements with speed. Ability to make a movement
response accurately and quickly.

1. Manual Dexterity: Ability to move the hands easily and skillfully. To work with the handsin
placing and turning motions.

Use telephone

Use switchboard
Useradio/console
Use acdculator
Use a copy machine
Use afax machine

Manipulate computer keyboard and mouse

Use postage machine

Use hand tools

Use power tools

Other: Stapler, tape dispenser, other office equipment
Not essential to job function

NKKRODRK
OCxUOJO0OUX

2. Finger Dexterity: Abilitytomovethefingersand manipulate small objects with thefingers rapidly
or accurately. For example: electrical wiring.

X Essential to job function
(d Not essential to job function

Explain: _Ability to move books, videos, audio materials. See also attached job description.
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V1. Physical Demands:

1. Strength: The quality, state or property of being strong. The power to withstand strain, force or

stress.
Please check (¢/) in appropriate boxes below.
Ability to manipulate materials and/or equipment (Ibs) Frequency of Manipulation
5- 510 | 10-15 | 15-25 | 25-50 | 50+ | Occasionally | Frequently |Continuously
Lift (4 v
Push/Pull v v
Hold/Carry v v

Manipulation done from: X groundto waist X waist level X waistto shoulder U above shoulder
(Check all that apply)

Not essential to job function: O Lift U PugvFRull U Hold/Carry
(Check all that apply)

2. Climbing: To move up or mount by using the hands or feet.

Ladders Stairways Steps
X Step stool O 1flight a 1-2
U 8 to 10' step ladder O 2flights a 23
U Extension ladder U 3 or more flights a 34
U Other U Other U Other
J Not essential to job function X Not essential to job function X Not essential to job function

3. Ability to Stand, Sit, Walk, and Run:

Please check (¢/) in appropriate boxes below.

Duration (hour s/day) Occasionally| Frequently |Continuously
0-1 1-3 3-5 5-7 79 | 9+
Stand v v
Sit v v
Walk v v
Run
If walking or running, over what type of terrain? X flat U rough U both

Not essentid to job function: U Sand 4 St X Walk X Run (Check all that apply)
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4. Stooping, K neeling, Crouching, and /or Crawling:

To bend forward or down from the middle of thewaist or the middl e of the back, to bend downwards,
to lower oneself and/or to move freely on hands and knees.

Daily Amounts

X 0-5x Q 5-20x U 20-50x U 50+x
U Other U Not essential to job function

5. Reaching, Handling, Fingering, and/or Feeling:

To stretch out, extend, or put forth a bodily part. To touch or grasp something, by extending or
stretching. To touch, lift, hold or operate with the hands.

Daily Amounts

O 0-5x d 5-20x O 20-50x X 50+X
0 Other U Not essential to job function

6. Seeing: To perceive or comprehend by the sense of sight.

R Essential to job function: These characteristics are necessary  (Check all that apply)
Peripherd vision

Night vision

Focus (diginctness or clarity)

Color perception (discriminate between colors)

Depth perception (determine distance relationship between objects)

XX XODOK

VII. Driving:  Theability to transfer or convey in avehicle.

Transmission Standard Automatic Multi-Gears
Car d d ad
Van Q Q Q
Small Truck a a a
Medium Truck a a a
Large Truck a a a
Truck w/Equipment d d d
Heavy Bus Equipment d d d
Not essential to job function X X X
Other (list)
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